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State of Illinois 
Chief Procurement Office General Services 
Attn. SBSP 
401 South Spring Street 
Suite 515 Stratton Building 
Springfield, Illinois 62706 

The information requested is necessary to accomplish the statutory purpose as 
outlined under, 30 ILCS 500/1 et seq.  Disclosure of this information is 
REQUIRED.  If you do not complete this form, you may not receive the benefits 
of all programs.  In compliance with the state and federal constitutions, the 
Illinois Human Rights Act, the U.S. Civil Rights Act, Americans with Disabilities 
Act, and Section 504 of the Federal Rehabilitation Act, the Department of 
Central Management Services does not unlawfully discriminate in employment, 
contracts, or any other activity.

Please type or print all information. If appropriate, indicate "same," "not applicable," or "none," so that all questions are answered. 
This form may be mailed or emailed back to the State and must have an original ink or digitally encrypted signature. 
  
Registration in the Small Business Set-Aside Program (SBSP) may be fully completed online using the Illinois Procurement Gateway 
(IPG) (https://ipg.vendorreg.com), or started using this paper application form and finished online.  The IPG is a web-based vendor 
portal that allows vendors to provide disclosures, registrations, and other documentation needed to do business with a State agency 
or university in advance of any particular procurement.  It also serves as the online application for the SBSP and as a searchable 
database of SBSP vendors for state purchasing agents.  After submitting this application form, here is what happens next and what 
you will need to do. 
  
- Upon receipt of this paper application, the State will create an IPG account for you and input the information provided in this 
application form into the IPG. 
- You will receive an email providing you with a temporary password into the IPG.  Your username is the email address below in 5.4. 
- Log in to the IPG and check to make sure that the pre-filled information is accurate. 
- Complete any required field that is missing information.  Attach any required documents. 
- Register with the State Board of Elections (BOE).  You must provide a BOE registration number in your IPG application. 
- Select NIGP codes that represent the goods or services that you provide. 
- Sign and submit the IPG application. 
- The Chief Procurement Office will notify you if your application is accepted as is, or if additional information is necessary.

1. INSTRUCTIONS

2. PARTICIPATION CRITERIA
30 ILCS 500/45-45 establishes that a representative number of State of Illinois Procurements be designated as Small Business Set-
Asides for competition by small businesses based in Illinois.  "Small Business" means a business that meets the definition of 
"resident bidder" in Section 45-10 of the Procurement Code and either has headquarters in Illinois or has the majority of its 
workforce in Illinois.  It must also not be dominant in its field of operation.  A business is considered "not dominant in its field of 
operation" if it does not exercise a controlling or major influence in a kind of activity in which a number of business concerns are 
primarily engaged.   
  
When computing the size status of a bidder, annual sales and receipts of the bidder and all of its affiliates shall be included.   
Limitations:  (1)  No wholesale business is a small business if its annual sales for its most recently completed fiscal year exceed 
$10,000,000.  (2)  No retail business or business selling services is a small business if its annual sales and receipts exceed $6,000,000. 
(3)  No construction business is a small business if its annual sales and receipts exceed $10,000,000.  (4)  No manufacturing business 
is a small business if it employs more than 250 persons or exceeds the annual sales requirement of $10,000,000.

3. APPLICATION STEPS

 3.1. Business Category:  Check all categories that apply.

 Wholesale

 Retail / Service

 Construction Business

 Manufacturing Business

https://ipg.vendorreg.com
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4.2 Name of CEO/Business Owner:

4. BUSINESS INFORMATION

Submit a copy of the page(s) from the latest year Federal income tax return showing total annual gross sales for the 
company and an Illinois address.   
  
Submit a copy of the page(s) from the latest year State income tax return showing the total annual gross sales for the 
company and an Illinois address.  In addition, manufacturers are required to submit the latest year's form IL-W-3 (Illinois 
Annual Withholding Income Tax Return) showing the number of Forms W-2, W-2G and 1099-R issued. 
  
Businesses desiring to qualify under any combined categories must also submit a notarized statement detailing the dollar 
component of each category. For example, if you are both a wholesaler and retailer, the combined wholesale and retail 
annual sales for the latest year of tax filing shall not exceed $16 million.  The retail component shall not exceed $6 million 
and the wholesale component shall not exceed $10 million.  

If your business is new and has not filed Federal or State income taxes previously, a notarized statement is required and 
shall include the following information:  Name of business, date business was established and/or date of incorporation, 
confirmation that your company is based in Illinois and total gross sales to date.  Even if total gross sales to date is zero, it 
must be mentioned in the statement.  Manufacturers must also include the number of employees in this statement. 
Questions regarding the Small Business Set-Aside Program can be answered by emailing eec.smallbusiness@illinois.gov.

 3.2. Tax Documentation:

 4.1. In seeking contracts with the State of Illinois, is your business registering as a:  (Select ONE)

  Prime contractor only

  Prime contractor and subcontractor

4.3 Annual sales/gross receipts:

 4.4. Is your business a Division or Subsidiary of another organization?

 No

 Yes; provide the name, address, and contact information of each parent entity.  Attach an extra sheet if additional  
 space is required.

4.5 When was your business established?  Enter date in MM/DD/YYYY format.

5. CONTACT PERSON INFORMATION

5.1 Contact Person for this vendor registration:   

5.2 Title:

5.3 Phone: 5.4 Email:

mailto:eec.smallbusiness@illinois.gov?subject=SBSP%20Application%20Question
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This is a fillable / savable PDF form.  This application may be emailed and additional documents (e.g. income tax forms) may be scanned and 
emailed to eec.smallbusiness@illinois.gov. 
  
This form and additional documents may also be mailed to: 
  
 Chief Procurement Office 
 Attn. SBSP 
 401 South Spring Street 
 Suite 515 Stratton Office Building 
 Springfield, IL  62706 
  
Note:  Once qualified in the Small Business Set-Aside Program (SBSP), all contact information on this application will be available for 
government and public view by searching the Registered Vendor Directory on the Illinois Procurement Gateway at https://ipg.vendorreg.
com.  It is the responsibility of the applicant to notify the SBSP in writing of any and all changes.

 The undersigned is authorized to sign this form on behalf of the applicant.

The undersigned does swear or affirm that the information provided in this Small Business Set-Aside Program Application is true and 
correct as of the time of signing.  Applicant understands and agrees that failure to provide true and accurate information on this or 
any other document submitted to the state may, in accordance with Illinois statutes and rules, result in suspension from doing 
business with the state, termination of contracts, loss of profits in appropriate cases, and other sanctions. 
  
Applicant agrees to provide additional information upon request to support the information provided herein, and further agrees 
that the state may audit any of applicant's records pertaining to this Small Business Set-Aside Program Application.  It is the 
responsibility of the applicant to immediately notify the Chief Procurement Office of any and all changes in the content of this 
application.

Name:

Title:

7. SIGNATURE

Signature:

Date:

6. TAXPAYER IDENTIFICATION

Social Security Number:

or

Employer Identification Number:

mailto:eec.smallbusiness@illinois.gov?subject=SBSP%20Application%20Form
https://ipg.vendorreg.com
https://ipg.vendorreg.com
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SMALL BUSINESS APPLICATION CHECKLIST 
Use this checklist to avoid some common mistakes that delay the qualification process.

Has any section been left blank?   Yes  

  No

Has a copy of the business' latest year's Federal and State 
income tax return been included?

  Yes  

  No

Has a copy of Schedule C (profit/loss) been included? 
(Required only from individuals, sole proprietors, and single 
member LLCs)

  Yes  

  No

Has the application been signed?   Yes  

  No

Would you mind telling us how you learned about the Small 
Business Set-Aside Program?  Internet

 SBDC - Small Business Development Center

 facebook

 trade show or seminar

 marketing brochure or postcard

 Other:  (please provide referral)

1.

2.

 PTAC - Procurement Technical Assistance Cntr

 Treasurer's POWER program

 US Small Business Administration

 SCORE - Senior Core of Retired Executives
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